Office of }uman Resources

Applying for a Job
with Montgomery
County Government

A quick guide on what is required and
how to put your best foot forward
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From our competitive compensation packagesto
our focus on employee wellbeing and growth,
MCGinvestsinyou as an employeetoreach your
goals whileyou help us to reachours.

Leader in Innovations

MCG leads the wayindevelopingsolutions and processes to
helpsolve problemsinourcommunities, re ceiving national
recognition for our efforts.

Employee-Centric

Wellness Program

We provide access to physical trainers, mental health
experts, dieticiansand moreto focus on the holistic
health of our team members.

Personalized Employee Benefits

We offer a diverse set of health insurance plans,
retirement plans and commuter benefits. Professional
staff will help you select plans to supportyour personal
goals throughout your career with us and in retirement.

Career Growth

With robust training and professional development
programs and opportunities for advancement, MCG gives
you the option to grow and take on new challenges.

Por que trabajar en MCG?

Desde nuestros paguetes de compensacion
competitivos hasta nuestro enfoque en el bienestar
y el crecimiento de los empleados, MCG invierte en
usted como empleado para alcanzar sus objetivos
mientras nos ayuda a alcanzar los nuestros.

Lider en Innovaciones

MCG lidera el camino en el desarrollo de solucionesy
procesos paraayudara resolver problemas en nuestras
comunidades, recibiendo reconocimiento nacional por
nuestros esfuerzos.

Programa de Bienestar Centrado en
el Empleado

Brindamos acceso a entrenadores fisicos, expertos en
salud mental, dietistas y mas para enfocarnos enla
salud holisticadelos miembros de nuestro equipo.

Beneficios personalizados para
empleados

Ofrecemos un conjunto diverso de planes de seguro
médico, planes dejubilaciény beneficios para viajeros. El
personal profesional lo ayudara a seleccionar planes para
respaldar sus objetivos personales a lo largo de su carrera
con nosotros ydurante su jubilacién.

Crecimiento profesional

Con solidos programas de capacitacion y desarrollo
profesional y oportunidades de progreso, MCG le
brinda la opcidén de crecer y asumir nuevos desafios.



Here’sa quick checklistforjob seekersto apply
to Montgomery County Government (MCG)Jobs.
You can use this checklistto make sure you are
preparedto apply for the county governmentyou
areinterestedin.

|:| Prepare foryourresume
We understand you might not have a resume
already. Please refer to Pg 5 fortips on making a
resume and find a sample resume on Pg 6.

|:| Register on iRecruitment

Make sureyou have an active email address to
register on iRecruitment to apply for MCG Jobs. Refer
to Pg 4 for application screenshots.

|:| Make sure to answer self-

assessment questions

If an application has self-assessment questions,
they are mandatory to be filled in. Often applicants
of color, women, and individuals experiencing
disabilities may be too modestwhile answering
these questions. Please reflect on your talents and
competencies before submitting your answers.

[ ] Combine multiple docs

Due to the system restrictions the MCG job
application portal can accept onlyone file. Please
make sure to combine your resumes with other
items, such as cover letters, before uploading on the
platform.

Aqui hay una lista de verificacidon rapida para que
los solicitantes de empleo soliciten empleos en el
Gobierno del Condado de Montgomery (MCG).
Puede usar esta lista de verificacion para
asegurarse de estar preparado para postularse
para el gobierno del condado que le interesa.

|:| Preparate paratu curriculum

Entendemos que es posible que aiin no tenga un
curriculum. Consulte la pagina 5 para obtener
consejos sobre como hacer un curriculumy
encontrar un curriculum de muestraen la pagina 6.

|:| Registrese en iRecruitment

Asegurese de tener una direccion de correo
electrénico activa para registrarse en iRecruitment
para solicitar trabajos de MCG. Consulte la pagina4
para obtener capturas de pantalla de la aplicacion.

|:| Asegurese de responder las
preguntas de autoevaluacion

Siuna solicitud tiene preguntas de autoevaluacién, es
obligatorio completarlas. A menudo, los solicitantes de
color, las mujeres y las personas con discapacidades
pueden ser demasiado modestos al responder estas
preguntas. Reflexione sobre sus talentosy
competencias antes de enviar sus respuestas.

|:| Combinarvariosdocumentos

Debido a las restricciones del sistema, el portalde
solicitud de empleo de MCG puede aceptar soloun
archivo. Aseglrese de combinar sus curriculos con otros
elementos, como cartas de presentacion, antes de
cargarlos en la plataforma.
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Applying at MCG/ Aplicar a MCG

Register first for an
AccessMCG Extranet
account - If you choose this
option, you will be prepared to
apply as soon asyou see an ad
that interests you. Click on the
Recruitment Home tab.

After clicking the
Recruitment Home tab - click
on the “Register Today” button
and follow the online steps.

Recruitment Home | Search Jobs

Available Jobs

Search

Registrese primero para
obtener una cuenta extranet
de AccessMCG: si elige esta
opciodn, estara preparado para
presentar su solicitud tan
pronto como vea un anuncio
qgue le interese. Haga clic enla
pestafa Inicio de contratacion.

Después de hacer clic en la
pestana Inicio de
reclutamiento, haga clic en el
botén "Registrarse hoy"y siga
los pasos en linea.

Begin your search by selecting one or more of the options below. Hold down the Ctrl key and click to choose multiple Job Categories. L
« All components of the Job Application Process and Qualification Assessment must be completed in order to be evaluated and consid
+ Incomplete applications will not be reviewed, evaluated or considered for employment

= Your Job Application is only complete when you have successfully uploaded your resume and received the following confirmation me

Keywords

(example: Marketing Java DBA)
Job Category Clerical/Adminisirative
General Professional
Health and Social Services
Information Technology
Managenal Executive

Montgomery County Government Employees Only

Public Safety
Temporary/Seasonal/Substitute
Date Posted v

Search Clear

Name
No search conducted

# Login

Job Title Organization Name

Already registered on AccessMCG Extranet?

To apply for County jobs and fo check your application status online, you must login using your AccessMCG Extranet account

Login to AccessMCG Extranet

Do not have AccessMCG Extranet account?

If you are applying for a job for the first time, you MUST create and activate an AccessMCG Extranet account. The account
activation may take up to 15 minutes to complete. Click on Reqgister Today to create your account.

Register Today  Help on Registration

Active County Employee?

If you are a current Montgomery County Government employes, then you MUST access the iRecruitment portal via Oracle ESS

using your Single Sign-On

Active Employee Login

&

IMPORTANT TIPS

The application process takes at
least one hour; be sure to allow
sufficient time for completion and
apply before the closing date. Also,
be sure yourresume is complete and
ready to upload to the system.

NOTE: You cannot remain on a
particular page for more than 30
minutes without activity or you
will time out. If you time out, log in
again and complete the
application process.

CONSEJOS IMPORTANTES

Elproceso de solicitud toma al
menos una hora; asegurese de dejar
suficiente tiempo para completary
presentar su solicitud antes de la
fecha de cierre. Ademas, asegurese
de que su curriculum esté completo
y listo para cargarlo en el sistema.

NOTA: No puede permanecer en
una pagina en particular durante
mas de 30 minutos sin actividad o
perdera el tiempo de espera. Si se
agota el tiempo de espera, vuelva
ainiciar sesiony complete el
proceso de solicitud.



Preparing Your Resume/ Preparando tu Curriculum

* Tip 1: Review thejob’s minimum qualifications and, if
applicable, the preferred criteria, in the job
announcement so that you can address them in your
resume.

* Tip 2: Review thejob’s Classification Specification.

* Tip 3: Ensureyourresume thoroughly and accurately
reflects your experience, training, skills and
education.

* Tip 4: Ensureyour resume contains the following
information:

*  Yourname, phone number and email address
(home address is optional)

*  Youreducation level:

* Name of theinstitute and degree
earned (e.g., High School, GED,
Bachelor’s Degree, Masters’ Degree,
PHD, JD, etc.)

*  Number of credit hours earned if no
degree was obtained; refer to
Equi ies for E - |
Experience.
* Tip 4 (continued): Ensureyour resume contains the
following:

*  Yourworkhistoryin reverse chronological
order (e.g., 2016,2015,2014, etc.)

* Title of position held and month/year
the position started/ended (e.g., 12/00
-12/02;if you worked part-time, list it
as 12/00-12/02 20 hours/week)

*  Whetheryou were workingin afull-time
or part-time capacity

* Listof duties and responsibilities
associated with each position

* Trainings, licensures, certifications (include
credit hours)

* Mutltilingual skills

* Listof languages you speak fluently
(otherthan English)

* Volunteer hours (agency, location, hours,
dates, type of work)
* Tip 5: Name your resume file using the IRC humber.

* Tip 6: Spellcheck yourresume.

* Tip 7: Proofread your resume for accuracy before
uploadingit.

* Tip 8: Thesystem allows only onedocumentto be
uploaded. If you would like to upload a cover letter
with your resume, you need to combine them into
one PDF and upload them as one document.

Consejo 1:revise las calificaciones minimas deltrabajo vy,
si corresponde, los criterios preferidos, en el anuncio de
trabajo para que puedaabordarlos en su curriculum.

Consejo 2: Revise la especificacion de clasificacion del
trabajo.

Consejo 3: aseglirese de que su curriculum refleje de
manera completa y precisa su experiencia, formacion,
habilidadesy educacion.

Consejo 4: aseglrese deque su curriculum contenga la
siguienteinformacion:

. Sunombre, nimero de teléfonoy direccién de
correo electrénico (la direccion de su casa es
opcional)

. Su nivel de educacioén:

. Nombre del instituto ytitulo obtenido
(porejemplo, escuela secundaria, GED,
licenciatura, maestria, doctorado,
doctorado en derecho, etc.)

. Numero de horas de crédito obtenidas
sino se obtuvo un titulo; consulte
Equivalencias de educacion y
experiencia.

Consejo 4 (continuacién): aseglirese de que su
curriculum contenga lo siguiente:

*  Tuhistorial laboral en orden cronolégico inverso
(porejemplo, 2016,2015,2014, etc.)

. Titulo del puesto ocupado y mes/afo en
que comenzdé/terminé el puesto (por
ejemplo, 12/00 - 12/02; sitrabajo a
tiempo parcial, indiquelo como 12/00 -
12/02 20 horas ala semana)

. Si estaba trabajando a tiempo completo
o a tiempo parcial

. Listade funcionesy responsabilidades
asociadas con cada puesto

. Capacitaciones, licencias, certificaciones (incluir
horas de crédito)

. Habilidades multilingues

. Listade idiomas que habla con fluidez
(aparte delinglés)

. Horas de voluntariado (agencia, ubicacion,
horas, fechas, tipo de trabajo)

Consejo 5: Asigne un nombre a su archivo de curriculum
utilizando el numero de IRC.

Consejo 6: Revisa la ortografia de tu curriculum.

Consejo 7: revise su curriculum para verificar su precision
antes decargarlo.

Consejo 8: El sistema permite subirsolo un documento.
Sidesea cargar unacarta de presentacion con su
curriculum, debe combinarlos en un PDF y cargarlos como
un solo documento.



Sample Resume/Ejemplo de curriculum

Why do | need a resume?

The Office of Human Resources needs your resume to
verify the information provided in your application,
assess eligibility, and determine the salary and
compensation based on your relevant experience upon
selection. Often, therecruiters verify your resumes
manually and don't solelyrely on the system to evaluate
your experience.

¢Por qué necesito un curriculum?

La Oficinade Recursos Humanos necesita su curriculum
para verificar la informacién proporcionada en su solicitud,
evaluar la elegibilidad y determinar el salarioy la
compensacion en funcion de su experiencia relevante al
momento de la seleccidon. Amenudo, los reclutadores
verifican sus curriculums manualmente y no confian
Unicamente en el sistema para evaluar su experiencia.

Jane Doe
7613 Haines Court
Greenbelt, Maryland 20715
Cell: 301-345-8769 Home: 301-345-3728
first.lastname@montgomerycountymd.gov

Objective:
Obtaina Human Resources Specialist position using my experience in human resource management.

Education:
University of Pennsylvania 29 credits
Graduate studies: MBA Program 09/93 - 05/95

Catholic University, WDC BA
Human Resources Administration 09/88 — 05/91

Work History:

12/03 - Present
Part-time (25 hrs./wk.)

Human Resources Specialist
Howard County Office of Human Resources

* Conduct recruitmentsforassigned departments

* Prepare advertisements, job postings and advertising strategies

* Providetechnicalguidance withregardto employment laws, Personnel Regulations and best
practicestodepartment contacts

* Conduct New Employee Orientation as part of a team

* Administer entire promotional examination processfor public safety departments

Certifications: SHRM, Professionalin Human Resources, since 2005

Need further assistance?

Contact WorkSource Montgomeryfor more tips and
direction

Wheaton American Job Center

11510 Georgia Ave., 1st Floor. Wheaton, MD 20902
Phone:301.929.6880

Email: wheaton@worksourcemontgomery.com

Hours of Operation
Monday - Thursday: 8:30 am - 5:00 pm
Friday: 8:30 am —3:00 pm

¢Necesita mas ayuda?

Comuniquese con WorkSource Montgomery para
obtener mas consejos e instrucciones

Wheaton American Job Center

11510 GeorgiaAve., 1er piso. Wheaton, MD 20902
Teléfono:301.929.6880

Correo: wheaton@worksourcemontgomery.com

Horas de operacion
Lunes—Jueves: 8:30 am-5:00 pm
Viernes: 8:30 am - 3:00 pm
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